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DMS Overview

What is DMS ?

. System to Track & Store

B Electronic Certification Documents (pdf, doc, etc.)

B Electronic Images (jpg, gif, etc.)

. System to Reduce Paperwork and Improve the
Certification Process Sl =




DMS (Components

SECURITY

B Protection from unauthorized access

Although the system can be accessed by multiple users,
documents are only available to authorized personnel

B Protection from tampering/destroying

Al'l ows you to keep an unche
Electronic format protects against natural disasters such
as floods

WORKFLOW

B Documentssubmittedto \ﬁ[?rkﬂow are automatically
routed to the correct statft for review

B Version coptrocj aIIowsr¥ou to track and follow the various
changes o ocument

B The cPrrent status of the document can be tracked by
manutacturers



DMS Organization

. Domains

B Light Duty (ARB_ON_ROAD)

B Motorcycle (ARB_HMC_OFMC_ATV_EGC)
B Heavy Duty (ARB_HEAVY_DUTY)

B Off-Road (ARB_OFF_ROAD)

B On Board Diagnostics (ARB_OBD)

. Predefined directory structure

B Assigned document types for each folder

. Users can access all applicable domains
with one user ID



DMS Resources
. DMS Webpage

Bhttp://www.arb.ca.gov/msprog/dms/dms.htm

. DMS User Guide
Bhttp://www.arb.ca.gov/msprog/dms/mfrug032707 .t

. DMS Tutorials

Bhttp://www.arb.ca.gov/msprog/dms/dms2.htm#tutori:

. DMS FAQ
Bhttp://www.arb.ca.gov/msprog/dms/didsitm#faq



DMS [Live Demo

- Login

. Upload a document
- Submit to Workflow
. Check Status



DMS Il.ogin
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User Name : |
Due to a system update, some files may
PRSSWId : | incorrectly show a status of *N/A*. We are
Domain : |ARB_0FF_R0AD currently attempting to restore these files to their
| Sign In | Reset I correct status. If you have any questions,

Forgot Password please contact your certification representative.

We apologize for any inconvenience.

i -DMS Admin
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DMS l.ogin

- Things to Remember

BYour password should be changed once you firstiiog
(password is case sensitive)

BCheck that you have picked the correct domain before
logging In
BIf you forgot your password, the system can reset your

password and send you a new one, be sure to pick the
correct domain before cl

BIf you are authorized to access multiple domains, you
only need one username and password



DMS
Steps to-Submit

a D O C u m e nt LOCATE THE CORRECT FOLDER

 ;

IDENTIFY DOCUMENT TO UPLOAD AND
NAME ACCORDING TO FILE
NAMING CONVENTION

|

COMPLETE METADATA

|

UPLOAD DOCUMENT TO DMS

4

SUBMIT WORKFLOW
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DMS0o Uploading Documents

- Things to Remember

BGo to the location in the directory structure
where document will be uploaded

BClick on CreateA File,then choose the
document from your computer

BName the document according to the file
naming convention

BSel ect the correct o0
match your document content

BComplete the Metadata



File Nlaming_Convention

. L L
Cunfidentialty] [Applicability] [ Information

(3 Characters + Underscore) (12 Characters + Underscore) (7 Characters+ Underscore )

The file naming convention can be found on our website at:
http://www.arb.ca.gov/msprog/dms/filenamingconvention_02_23

2012.pdf




Metadata

DMEDMS:H} Search Documents » py All - Searchl

Documents Waorkflows Mail Box Mews Board Calendar

Create File Metadata

Document Class(es) Selected Document Clazs(es)
Complete CBI Application-Common Section Complete CBl Applications Engine Familiy Specific
Correspondence

FOlA Application

FOl& Application - Common Section
Publications

Reports

Complete CBlI Applications Engine Familiy Specific

* Manufacturer: |

* Model Year: |

* Application Type: -

*Engine Famihr:|
*Vehicle Class: hd

* Submiszion Date: Generated By System

K] [Reset |

Upload | Back
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File Nlaming and'Metadata

- Things to Remember

BDocuments should be uploaded into appropriate
folders

BDocuments need to be named correcidyrefer to
the file naming convention documents on our websit

BThe correct oDocument C
selected to enter metadata

BMetadata must be entered in order to upload a
document to DMS

BThe metadata and the file name can be edited after
the document is uploaded



Workflow Process

Manufacturer submits
certification documents
to the DMS workflow

DMS automatically
notifies the assigned ARB
staff

Pending

ARB staff requests
Info Needed = further information
from Mfr.

Manufacturer will be
notified
of rejection

Certification staff
review

Rejected

Approved

Manufacturer can check on
the system the document
status



Major Steps of Document Submission:to: tr
ARB DMS

Choose the Appropriate Folder in
the Directory Structure

Choose Create and then file

Browse and choose the Document
from your computer and name
correctly

Choose Document Type

Enter Metadata

Upload (Save) the Document

Submit to the Workflow




- For the application workflovd

BoOneod workfl ow proce
application and supporting documents from
only ooneoO0O engine fa

- Multiple documents can be submitted int
a single workflow

- Additional documents can always be
added to an open workflow



